
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: NESDIS/NOAA Corps Liaison
	From Name: Office of the Assistant Admin, SIS
	Routing Code: 
	Address: Federal Building 4, Room 2069
Suitland and Silver Hill Roads
Suitland, MD 20746
	Telephone Number: 3017637190
	Telephone Extension: 
	Billet Title: Executive Director, NESDIS
	Billet Number: 6000
	Rank Requested: O-6
	GS_GM Equivalent: 
	New Billet_Yes: x
	Immediate Supervisor: Robert S. Winokur
	Title: Assistant Administrator
	Supervisor_Telephone Number: 3017637190
	Supervisor Telephone Extension: 
	Educational Requirements: Broad background in oceanographic, meteorological, engineering, or other related sciences.  Knowledge of NESDIS activities.  General knowledge of administrative management functions such as budget, personnel, finance, procurement, travel, and office administration.  The incumbent should be highly skilled in communications and interpersonal relationships.
	Other Qualifications: The incumbent should have broad knowledge of NOAA with particular familiarity with data management or satellite issues.
	Billet Description: The Executive Director, NESDIS, is responsible for the internal management of the NESDIS HQ office, with delegated authority and responsibility for the day-to-day operation and administration of the office.  The incumbent joins with the Assistant Administrator, Deputy AA's, and other senior management in the development of overall policies, procedures, and plans.  The incumbent is responsible for the implementation of these policies, plans, and procedures.
	Supervisory Billet_Yes: x
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: 1.  Assists in the establishment and communication of missions, goals, objectives, policies, and procedures which form the foundation for planning and executing NESDIS program responsibilities.
2.  Provides day-to-day guidance and services for the efficient organization and routine oversight of NESDIS operations.
3.  Ensures that tasks cutting across NESDIS organizational components are properly staffed and coordinated; identifies and evaluates alternative courses of action; establishes priorities; allocates and manages resources; resolve conflicts and major problems.
4.  Provides advice to the AA on issues which involve the operation and management of NESDIS programs, personnel, fiscal resources, and other NOAA assets such as ships and aircraft.
5.  Undertakes special assignments as delegated by the AA and Deputy AAs.
6.  Represents and speaks for AA at high-level meetings, presenting NESDIS' views, programs, policies, and courses of action.
	Career Development Opportunities: The billet affords the opportunity to work alongside senior managers of NOAA in guiding the direction of NOAA's programs, particularly those of NESDIS.

The incumbent will gain experience in the federal budget process including knowledge of agency, department, OMB or congressional procedures, or procedures for interagency program coordination.

The incumbent will develop an understanding of the concerns and issues of the Administration and Congress as they relate to satellite and information services.
	Additional Comments: 7.  Coordinates, prepares, or submits responses to controlled correspondence and other critical requests for information from all levels of government, other federal agencies, and universities.
8.  Provides liaison between NESDIS and key program office of all line components of NOAA.  Coordinates assignments with personnel from other NOAA line offices, other federal agencies, and universities. 
9.  Monitors the achievements of specified NESDIS research and management goals and objectives.
10.  Establishes and oversees the budget for HQ offices.
	Supervisor Signature Date: 
	New Billet_No: 
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


